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Documents relate to :  ope ra t ion  of a Georgia State P a t r o l  Post .  

Records i n  t h i s  series are copies  of documents r e t a i n e d  by P a t r o l  P o s t s  f o r  r e fe rence  
purposes. The record  copy of t h i s  series is  maintained by Headquarters of t h e  Department 

. .  of Pub l i c  Safety.  . .  

Included are: See a t t ached  s h e e t  
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F i l e  arranged by s u b j e c t  - See a t t ached  s h e e t .  
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13. Is t h i s  the Record Copy of the series? Record copy is i n  Headquarters i n  Atlanta. [ I  ~ [g 
,i i 

14. Is there a duplication o f t h i s  series i n  another of f ice  o r  agency? 1 ' 11 [9 
I 

15. Is the information contained i n  t h i s ' s e r i e s  I ever summarized o r  pu$lished? 11 [9 
16. Does t h e  series contain c l a s s i f i ed  information requiring security handling? 11 [!I 
17. Does the  series document pol ic ies  and procedures of agency's'operation or  function? [ ]  

18. Could the m c t i o n  be performed i f  the  f i l es  were l o s t  o r  destroyed? 14 11 
19. Is the  series ( o r  major portion of it) regularly microfilmed? If yes,  why? [ I  [4 
20. Does the  record series pr, vide data  as input t o  an EDP f i l e?  13 PP 

[ I  p9 

22. Is the series affected by Federal or grant funds? L [ I  [XI 

[ I  "9 

P 
21. Does t h e  record series contain documentation pyoduced as EDP printout? 

~ 

23. W i l l  there be a need f o r  these Yecords 10 , 15 years from now? If yes , what? 

24. REQUIREMENTS. 

. _ .  

The following requires the f i les  t o  be kept-? years: 

8. [ ]STATE b. [ ]STA!l!UJ!E OF c. [ ]AUDIT d. [ 1FEDEFU.L e. [qADMINISTRATIVE f .  [ ]HISTORICAL 
LAW LIMITATION PERIOD LAW DECISION VALUE! 

(Cite Law, Statute,  or other reason for  the retention requirement) 
I n  order f o r  the Patrol  Posts t o  operate e f f i c i en t ly  these records are  needed for  reference 
purposes. 

-!Phis agency recommends t h a t  the  f i l e  series be cut o f f  at the  end 
of each -mALENDAR YEAR -[]FISCAL YEAR -[]oTHER ,then : 

A.[]Destroy immediately after cut off. I ' 

1 kqDestroy. 
B . m o l d  i n  current f i les  area - m o n t h ( s ) / a e W (  ,), then: 

2 []Transfer t o  records center; hold y e a d s ) ,  then: 

b []Transfer h i s to r i ca l  material t o  Archives; 

, ,  a [ I ~ e s t r o y . '  

destroy remainder. ' 

D.[]Hold i n  current f i les  area yea r ( s ) ,  then tpansfer t o  Archives permanently'. 

3 [ I ~ e s t r o y  after audit ( o r  yearb) after sudit). 
C. []Hold i n  current f i les  area indefini te ly .  

E. []Other (4 Concur ( ) Nonconcur 
(Indicate briefly zakionak f o r  

Files i n  t h i s  se r ies  are  copies maintained by Patrol Post for  reference purpose only. 
copy of documents i n  the series have equal or longer retention standards and are maintained i n  

The reco 

Recommendations 

i n  Paragraph 25 
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I ORDERS AND ____A MEMOdNDUMS -.--I_ FILE: 

issued by Headquarters t o  personnel i n  P a t r o l  Post:  General Orders! Spec ia l  
Orders, Numbered Memorandums, Un-numbered Memorandums, Roster,  GPS and G B I ,  
and Annual Leaves and o the r  r e l a t e d  documeqts. 

Documents r e l a t i n g  t o  Orders and/or M morandums 

I1 CORRESPONDENCE F I G :  Documents r e l a t i n k  t o  operating a P a t r o l  Post: Cor- 
respondence, Memoranda, and o the r  communications between the  P a t r o l  Post and 
t h e  Treasurer ' s  Office, S ta f f  Services and T ~ o o p  Commander. 

I11 REPORTS FILE: __ Documents r e l a t i n g  t o  a c t i v i t i e s  i n  P a t r o l  Post: Ind iv idua l  
and Pos t  Expense Forms, Credit  Voucher f o r  Lost o r  Stolen Department Property,  
Inspection and Condemnation Report, Shots Fired Report, Arrests and Warnings 
by Counties, Telephone Monthly B i l l ,  Troopers Daily & Weekly Act iv i ty  Report 
(by the  month), q a i l y  Duty Roster (by the  month), Daily Gas and O i l  Used i n  
Pos t ,  Car Report (by the  month) , Motor Vehicle Monthly Report (by the  month) , 
Inspection Record, GPS Garage Work Sheets, Monthly Duty Roster,  ' 

Examiner's Daily-Weekly Report , Examiner's Monthly 
Report , Chief Dr iver ' s  License Examiner Report, Blood Alcohol Report , N e w s  
Release, Consumption Report of G a s ,  O i l  and T i r e s ,  Daily Ac t iv i ty  Recap, 
Radio Logs (by t h e  month), F a t a l i t y  Reports by Radio/TC-500, Request f o r  
Transfer ,  Leave Request, Uniform, Vehicle Reassignment Record, Log of Vehicles 
Stopped (by the  month), Record of 10-5 Orig ina t ing  a t  Pos t ,  Record of Person 
10-5 and 10-59 by Pos t ,  Abandoned Vehicle Report, C i t a t i o n  Assignment, 
Decision of Hearing, and o t h e r  r e l a t e d  documents. 

IT FINANCE FILE: 1nvoices;Field Purchase Orders, B i l l s  of Sa le  f o r  Used 
-111-- 

T i r e s ,  and o ther , re la ted  documents. 

V REQUISITIONS FILE: Requisit ions f o r  new Drivers License Applications,  
C i t a t i o n  Requis i t ion ,  T iFe  Requis i t ion  t o  Vehicle, Tire Requis i t ion  f o r  Tires 
Returned t o  Headquarters f o r  Adjustment, Requis i t ion  Pos t  Supplies,  Ammunition 
Issue from Supply Off ice ,  Vehicle Supply I s sue  f o r  Garage, Ind iv idua l  
Clothing and Property Record, Vehicle Property Record, Sock/Tie Requisit ion,  
and o the r  r e l a t e d  documents. ' 

V I  PROPERTY FILE: Documents r e l a t i n g  t o  property of the  P a t r o l  Post: S t a t ion  
Inventory, Memorandum Receipt - Debit and Credi t  t o  Pos t ,  Mobile Radio 
Service Reports, Destruction of Surplus Property - Aff idav i t ,  and o the r  
r e l a t e d  documents. i 

V I I  COMPUTER PRINT-OUT FILE: Documents r e l a t i n g  t o  computer generated material: 
Administrative Messages, LETS Messages, Driver License and Vehicle Regis t ra t ion  
I n q u i r i e s ,  H i t s ,  Computer Entry Warrant/Wanted Person, Computer Entry Stolen 
Guns, Computer Entry Stolen Article, Computer Entry Stolen Boats, Computer 
Entry Stolen Secur i ty  Bonds, Enforcement Experience by Pos t ,  Enforcement 
Experience by County, T i m e  of Enforcement by Pos t ,  Time of Enforcement by 
County, Post Accident - Enforcement by Road and County, Time Study of 
Accidents and Moving Hazardous Arrest by Pos t ,  T i m e  Study of Accidents and 
Moving Hazardous Arrest by County, Top 10 Rural Accident Locations, Report 
of Post Operations, Computer Print-Out Messages (by the  month) , and o the r  
r e l a t e d  documents. , 
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VIIL REVOCATION ANLI~UXPENSION FILE: Documents r e l a t i n g  t o  Revocation 6 r  Sus- 
pension of i nd iv idua l ' s  d r ive r s  l i cense :  
Disregard, Alphabetical l i s t i n g  of Revocation, Suspensions, Cancellations 
by Post Area, and o the r  r e l a t e d  documents. ' 

Notice of Cleyrance, Notice of 

IX ~- GEORGIA STATE PATROL CITATIONS FILE: 
t o  t r a f f i c  v i o l a t o r s ,  Georgia State P a t r o l  Ci ta t ions .  

Documents r e l a t i n g  t o  C i t a t ions  issued 

Excluded from the  d i spos i t i on  standard f o r  t he  P a t r o l  Posts '  Operation F i l e  
are the  following : 
Sta t ion  L x & ~ o k ~  which are t o  be maintained i n  the  Post f o r  current year 
and two previous years .  A l l  o the r  books should be sen t  t o  Supply f o r  
depos i t  i n  t he  S t a t e  Archives. 
maintained i n  E$e Post f o r  6 months, then destroyed. Accident Reports 
which are t o  be maintained i n  the Post f o r  cur ren t  y e F a n r E w o  prevf6us 
years ;  then destroyed. 

Warning Tickets-_F_i_l_e_which are t o  be 


